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How to approve invoice - SAP inbox navigation - VIM Workplace - SAP Business Workplace 

SAP invoice inbox can be accessed via: 

▪ VIM Workplace transaction 
▪ SAP Business Workplace transaction 

Both transactions can be found using the search bar at the top of SAP Business Client panel. 

 

 

For easier access, the transactions can also be added to Favorites section as shown below. 

 

 

VIM Workplace 

1. You can see invoice image as well previous comments in the Details tab on the right-hand 
side (if you cannot see the Details tab, select  in the top menu) 

2. Highlight the invoice row to see the details for selected documents 
3. Click on the Execute icon in the invoice row to approve the invoice or reply to AP Processor 
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4. NOPO invoice approval / rejection: Verify invoice amount and coding details. If all 
information is correct click Approve button at the bottom of the page. Otherwise, If the 
coding or invoice header information needs to be corrected, click Reject button to send the 
invoice back to Coder. 

 

 

5. Replying to AP Processor query:  Read the comment from the AP Processor in the Detail 
pane at the right-hand side. Choose option Refer in the top left corner (If you cannot see 

Process Options, click  in the top menu). 
6. Type your comment. Click Save and continue without choosing specific user from the 

prompt list. 



 

Confidentiality: C2 – Internal  

 

SAP Business Workplace  

1. Go to Inbox / Workflow to see your documents 
2. To open an invoice double click on the document line or click on the Execute icon 
3. You will be taken to the invoice approval screen as shown above 

 

 

Related articles 

The invoice was issued for incorrect amount, I want to reject it 

I want to change invoice coding before approval 

 


